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Overview The Administration Console provides a method for a GAM to make 

changes to a user’s information within WAWF.    The GAM can edit the 

User’s name, phone number, email address, and job information, but is not 

allowed to change the User ID or the Security Question Information. 

 

Procedure Follow the steps below to edit a User’s information in WAWF. 

Step Action 

1 After Logon, click on the Administration Console link at the top of the 

screen. 
 

 
2 Select the User link at the top of the screen. 

 

 
 

3 Select the User Information link. 

 

 
 

Continued on next page 
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Procedure The steps below are continued from the previous page. 

 (continued) 

Step Action 

4 Enter at least one field to run the search then click the submit link.  

Adding multiple fields will limit the results displayed. 

 
5 Select the View link to see the information provided for the specified user. 

 

Continued on next page 
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Procedure The steps below are continued from the previous page. 

 (continued) 

Step Action 

6 Review the user information displayed on the screen.  Click the Return 

button to go back to the search criteria results screen. 

 
7 Under the Actions header select the Edit link of the appropriate User. 

 

Continued on next page 
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Procedure The steps below are continued from the previous page. 

 (continued) 

Step Action 

8 The information for the User ID appears; make any necessary changes to 

the User Information. Once finished select the submit link. 

 

 
 

9 A success message will appear under the Submit link. Select the Return 

link to go back to the search criteria results screen. 

 

 
 

10 Select the Roles link to go to the role information screen (this is identified 

in the role information guide). 

 

 

 


